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...paired to cut your 


YOU SAVE UP TO 7O% 
ON INVESTMENT... 


YOU SAVE OVER 10% 
ON OPERATING COSTS 


on invoicing alone 


Here’s the low-cost, high-efficiency office 
combination that eliminates your invoic- 
ing headaches—gives you spectacular sav- 
ings in time and money. It’s as simple as 
this: the Printing Calculator reduces the 
extension process to its simplest form—it 
prints the quantities, prices, extends the 
answer quickly and easily: and gives you 
a printed tape for copying to invoice and 
verification. 

Then with the Electri-conomy Type- 
writer the operator types up the invoice 
with the extensions from the original 
order and the printed tape —and with just 
one typing gets 15 or more clean clear 
carbons. The Decimal Tabulator feature 
makes columnar entries as simple as 
ABC. 


fills all your regular typing and figuring requirements too 


The increased efficiency and savings don’t stop with 
your invoicing — they’re carried right through to every 
typing and figuring operation in your office. 

The Electri-conomy Typewriter gives you the clean, 
crisp printwork that is so necessary for executive cor- 
respondence —the versatility required for plus-produc- 
tion on all office typing jobs. 
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obligation, of course. 





office \ \costs... 





The Printing Calculator can’t be matched for figuring 
speed and efficiency — you get short-cut multiplication, 
automatic division, lightning-fast addition and subtrac- 
tion — and every step of every computation is printed 
on the tape. 

Send today for complete information on this money- 
saving combination and see how it can save for you! 
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When something 
has been done a particu- 
lar way for 15 or 20 
years, it is a pretty good 
sign, in these changing 
that it 


times, is being 


done the wrong way. 




















want 
more 


information 


about anything in this issue? 
It's easy 


Every advertisement, and most editorial 
stories, have a key number which you will 
find below the story or the advertisement. 
These key numbers are also listed on the 
reader reply-card bound into the front of 
this issue. Circle the key number, or key 
numbers, on the reader reply-card and fill in 
your name, address, etc. Postage is paid. 
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What readers are asking about 


mie|t hioldis 


The first issue of METHODS brought a completely 


gratifying response—nearly 3000 letters and cards to 
date. 


























In addition to the requests for further specific edi- 
torial and advertising information, many of you wanted 
to know more about METHODS Magazine. 

Therefore, in order to give all of you the purpose 
and background of this magazine, here are some typi- 
cal questions and answers. 


Q. Why isn’t METHODS file-size? 

A. We don't want you to file it and forget! METHODS 
is a live instrument conceived for action. When specific 
material is desired for further reference, it can be 
clipped and filed. 


Q. Are you an official or unofficial organ of any 
group? 

A. METHODS is completely independent of any group 
association or organization. METHODS has a broad 
horizontal purpose which transcends the activities of 
any specific group. 


@. Is METHODS sponsored by any office equipment 
manufacturer? 
A. Absolutely not. METHODS was independently 


financed and is owned and published by individuals 
who have no tie-in with any single manufacturer or 
combination. METHODS has no ax to grind for any 
specific company and will continue to present its edi- 
torial material solely on the basis of desirability and 
availability. METHODS will look for its continuing 
financial support in the form of advertising from all 
of the industry. 


@. Why don’t you mention names of suppliers whose 
products are covered editorially? 
If demand for it increases, we may. Right now we feel 


Ps 


we can best serve our readers by reporting “ways and 
means,” since there is seldom but one solution to a 
given procedural problem. You can always get this in- 
formation, however, by using our postpaid reply-card. 


Q@. Won't a salesman “bother me” if I write in? 
A, Since most business equipment salesmen are experts in 


saving their clients’ money, “bother” is a poor choice 
of words. So far as a salesman calling you, that varies 
with company policy. Most of the time when you ask 
for literature or information, it will be mailed to you. 
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YOUR BUSINESS 
NEEDS BOTH! 


THE TELEPHONE 


DICTOGRAPH 
TO CUT 
OVERHEAD 


Of course you need the telephone—for 
contacts outside your office. But for your 
urgent, confidential inside communica- 
tions, you need Dictograph. Why im- 
provise on your telephone and switch- 
board —why pay big monthly rentals 
— when what you need is the speed, ac- 
curacy, secrecy and economy of a tailor- 
made interior communication system— 
Dictograph? You'll be surprised at how 
little it costs—how much it saves. 


Dictograph Private Telephone 
System gives you 8 services you 
cannot get from the telephone: 





No Dialing— Secrecy on all Calls 
No Operator Executive Right 
Speeded Messages of Way 


Management Control | Paging Facilities 


No Unanswered Group Conference 
Calls Calls 


Dictograph 


THE PRIVATE TELEPHONE SYSTEM 























DICTOGRAPH PRODUCTS INC. 
Jamaica 1, W. Y. 
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THING TO DO 


... with shading too? 
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... with color added? ...in printer's type faces? 


How do you like your copies ? 


On many different kinds of paper and card stocks? In a variety of 
sizes ranging from 3” x 5" to 9” x 16"? Duplicated on both sides of the 


? 


paper? In rich black or even several colors duplicated at one time: 


Do you like your copies duplicated at speeds up to 180 a minute, 


with new ease of operation, and low over-all cost? 


If you do, you'll want to know about MODERN mimeographing, 
the process that gives you ‘Balanced Duplicating.’’ Send the coupon 
below for a free portfolio of samples. A. B. Dick mimeograph prod- 


Watweld-Miel milli atisMell Mile) <-.Melmiiiiclol(-Mi(-lulal mel) olilaeliliem oleclellare 


A-B-DICK 


FURS T.NAME. LN. - DO.UPLICAT ING 


A. B. DICK COMPANY, Dept. MM 252 
5700 W. Touhy Avenue, Chicago 31, Illinois 


Without obligation, please send me free portfolio of MODERN 
mimeographing samples. 
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CITY. STATE 
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EDITOR 


Are microfilmed records admissible as evidence in court? We are thinking of mi- 


crofilming all papers with permanent value for storage at a point away from our 


general offices. 


Here’s the picture on the admissibility 
of microfilmed records in courts: Most 
state courts will now admit photographic 
copies as primary evidence. In any state 
where this fact is not expressly stated in 
the law, they are always admissible as 
secondary evidence. In Federal Courts, 
they have full recognition. The Preston 
Bill (H.R. 4106) was signed by the Presi- 
dent last August 28th, and became Public 


Law 129 on September 6, 1951. This 


Public Law amends Title 28 of the U. S. 
Code. 

In other words, in the absence of the 
original record, you can pretty well de 
pend upon the admissibility of micro- 
filmed records. 

In your particular case, it would be 
advisable to store any permanent records, 
after microfilming, in insulated record 
protection equipment, such as a vault, 


safe, or other fire protected housing. 


We have been having trouble replacing secretaries and, as Office Manager, I have 


been asked to look into the matter of a central typing pool. 


What is generally 


considered to be the minimum number of typists to do this job properly? 


This question was answered immediately 
by mail, but we feel that the answer may 
be of general interest to our readers. 
There are three things to consider before 
setting up a central stenographic depart- 
ment. First, what is the nature, volume, 
and flow of work. If it isn’t fairly steady, 
periods of idleness will be created and 
the advantages of centralization will be 
lost. Second, there is no number that is 
too small although it is generally esti- 
mated that ten to twelve stenographers 
Third, 


If stenographers 


and typists are the minimum. 
space will be a factor. 
are going to circulate about the building 
to take dictation, space should be avail- 
able that is centrally located. 

One reason why a minimum of ten to 
twelve is suggested is the fact that this 


personnel should be adequately super 
vised. This means an extra salary unless 
you are able to work out an arrangement 
whereby the supervisor is also able to do 
other productive work in addition to di- 
recting the typists. 

It also must be remembered that a typ- 
ing pool does not necessarily provide the 


‘ 


best means for replacing “secretaries”. 
People in this classification almost always 
perform a multitude of other important 
routine operations for the man they work 
for. Some companies have solved this 
problem by assigning one secretary to 
several executives. All dictation goes to 
a stenographer from a central depart- 
ment, or dictating equipment is_ used. 
Except in the case of very large com 


panies, it’s a good solution. 


In your February issue you state that all makers of modular furniture operate 
under the E. 1, duPont de Nemours & Company patents. Our modular furniture 
(Rockwell-Barnes Company) does not. Will you please correct this? 


The writer is correct. The Rockwell- 
Barnes Company were in production and 
had just begun to market their own 
modular furniture at the time the duPont 
patents were publicly announced. While 


there is considerable difference in the 


Rockwell-Barnes 
and the licensees under the duPont pat- 


design of equipment 
ents, both use the basic modular principle 
of standard pieces of furniture which can 
be assembled and interlocked to provide 
a large variety of arrangements. 
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TRE PIRST STEP 


EDITOR’S NOTE: American industry virtually oper- 
ates on a network of forms and records. Because of 
the expanding complexities of industry, it cannot op- 
erate without records. There is no definite estimate 
as to the amount of money spent either for printed 
forms or the clerical help required to process them. 
However, it has been estimated by some authorities 
that for each dollar spent in forms ten to one hun- 
dred dollars is required in clerical help. The Bureau 
of the Budget estimates a ratio of $1 for forms to $17 
for their processing as the cost to American industry. 
And yet, Management is still prone to think in terms 
of the expenditures for printed forms rather than the 
far greater cost arising from their processing and the 
resulting errors of omisston and commission. 


Cf you watch the financial pages, 
you've probably noticed that in spite of increased 
sales, most companies—particularly manufacturers— 
are reporting lower net incomes, Higher taxes aren't 
the only reason. Break even points are going up, too. 

There was a time when a businessman could es- 
tablish a standard cost, project a minimum produc- 
tion and sales for break-even, and fairly well predict 
his profits as production and sales were increased. In 
recent years, however, something seems to have gone 

ut of whack. However much he manages to keep 


No physical activity goes on 
in our modern age without a piece 
of paper moving along to guide it.” 


CHARLES E. WILSON 


his variables under control, burden seems to keep 


rising. 


A glance at the chart on this page will indicate at 


‘ 


least one reason for the phenomenon of the “unfixed” 


fixed cost. In 1900, a manufacturer had one em- 
ployee in his office for every thirty in the plant. By 


IN CUTTING OFFICE COSTS 


1935, the ratio was one office worker for ten produc- 
tion workers. But the real shock came in the 1950s. 
Today, that same clerk is hard put to keep up with 
214 men in the shop! 


Can the Trend be Reversed? 


Take the case of the Baton Rouge Refinery of the 
Esso Standard Oil Co. Back in 1940, in an effort to 
do something about mounting office costs, manage- 
ment installed a Forms Control program. In a bril- 
liant monograph reporting the results of their efforts, 
Mr. N. O. Couvillon, of the Printing Standards De- 
partment of Esso Standard Oil, says, ““The sheer vol- 
ume of uncontrolled forms is the primary reason for 
this big ratio change during the past fifty years. We'll 
probably never see that thirty to one ratio again. But 
the Baton Rouge Esso Refinery has been able to main- 
tain the 1935 ratio of one clerk for every ten plant 
workers. Several factors, chief of which is Forms 
Control, has enabled us to do that.” 


How to Reduce Paperwork Costs 


Increasing the productivity of the individual cler- 
ical worker is only part of the answer. Management 
has to unlearn some of its “cheap paper” philosophy. 
Forms are expensive. Everytime you invest a dollar 
in paper and printing, you are committing yourself to 


Forms 








Control 


spend twenty dollars in clerical and administrative 
costs for processing those same “cheap” forms. The 
answer, of course, does not lie in eliminating paper- 
work, but in streamlining it. Piecemeal action will 
never be enough. 

Mr. Couvillon states it this way: “Two types of 
standards have to be set up to control forms: Physicai 
and Functional. Physical Standards enable us to save 
about 25% of paper, ink, composition, and other 
printing costs. That’s a pretty nice percentage of 
savings, but Functional Standardization is the one 
which offers the lion’s share of opportunities for 
economies. ‘That’s the type of control that kelps you 
to decrease clerical effort. Remember tha. $20 cost 
for processing forms? The proper kind of Functional 
Standards will enable you to pull that figure down to 
$15 or $10, or even less.” 

On the following pages you will find some typical 
Functional factors that can save you money. They 
can help you look for potential economies in your 
own business. They are no substitutes, however, for 
broad, overall control. If you doubt the need for 
such a program in your business, or if you’re un- 
willing to approve the additional initial expense that 
such a program involves, you might start by exam- 
ining every form that crosses your desk just to see if 


it—and its copies—are really needed, or are worth 








the money that is spent in filling in, interpreting, 
mailing, filing, and storing them. 





FOR FACTORS THAT AFFECT YOUR PAPERWORK COSTS please turn the page - 
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HOW 


should the form be prepared 


Your first choice is between a manual or a machine 
method. The fact that you mechanize does not neces- 
sarily mean that you'll save money. When mechaniza- 
tion is indicated, however, selecting the best type ol 
machine is vital. 

Here’s the case of a machinery manulacturer in 
Ohio, whose Service Parts Diviison received over 600 
orders a week. Orders could be for a single part 
or for as many as several hundred different parts. 
The orders, emanating from over one hundred of thei 
dealers, had to be filled and shipped promptly to pre- 
vent costly job delays when equipment required serv- 
ice parts in the field. Order-Invoice writing was a 
monumental job because each part ordered required 
reference to a location file before a “pick ticket’’ could 
be written, 

Because so much of the information was uniform, a 
metal plate was created for each of the 26,000 parts 
maintained in stock or manufactured on order. ‘This 
plate showed the part number, the material, its de- 
scription, account number, bin location, factory list 
price, and weight. These plates are filed by part num- 
ber. When an order is being filled, an operator selects 
the pertinent plate and all of its routine data is me- 
chanically imprinted, automatically, to a duplicating 
Master sheet. Separate plates with “charge to” and 
“bill too” information eliminate even the need for 
writing this information. The Master is then forward- 
ed to the Inventory Control Section. Quantities that 
can be shipped, and those that have to be back or- 
dered, are filled in on the Master with a reproducing 
pencil. 

The completed Master is then put on a dupli- 
cating machine, and the following copies are quickly 
run off: 1. shipping copy, 2. territorial representative 
copy, 3. back order Master if required, 4. back ordei 
work copy if required, 5. single set of pick tickets. The 
basic paperwork is finished, and the rest of the steps 
are largely automatic. 

Results: Thanks to this system, which is described 
above in only the barest detail, the company has found 
that its routine orders are expedited by as much as an 
entire week, and emergency parts filing and invoicing 
operations are speeded by three complete days, a great 
service to their customers. 


An exceptionally complete, illustrated booklet on 
the above system is available by circling No. 134 on 
the reader reply-card attached to this issue. 
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WHERE 


should the form be prepared 


Let’s take a Payroll system. You’d probably say it 
should be prepared in the accounting office, But in the 
case of a big construction company in Memphis, ‘TVen- 
nessee, because of expanding and contracting payrolls, 
plus rapid employee turnover, they found it desirable 
to prepare their payrolls right on the job site. ‘They 
felt they couldn't justify the cost of a mechanized sys- 
tem, or properly utilize the time of an experienced 
machine operator. Yet their customary peak loads be- 
tween payroll closing and pay day demanded some- 
thing better than their customary manual method. 
Combining all these factors, they installed a relatively 
inexpensive Spirit Duplicating process. Using a du- 
plicating Master form, they enter most of the payroil 
data during the pay period and in advance of the 
payroll close. Only the computation of pay and a 
minimum number of other entries remain to be made. 
Entries are made in reproducing ink by a variety ol 
writing media—pen or pencil, typewriter or address- 
ing machine, date and number stamps. Gross earn- 
ings, deductions, and net pay are computed and 
entered on the master. Each master sheet is totalled, 
balanced and proven and from it, the payroll copies 
are duplicated without rewriting of original data. All 
chances of copying errors are eliminated. Copies aic 
photographically accurate. 

Here’s what an official of the firm has to say about 
its effectiveness: “The preparation of our payroll, 
after our work sheet or payroll summary is extended, 
This includes 
the writing of the checks, employees records of earn- 


takes less than two hours to complete. 


ings, record of employees earnings and deductions, 
and the earnings records separated and filed by em- 
ployees’ names in the file jackets. During the past 
eight years, the cost of this system has been written 
off many times in labor savings alone.” 


A booklet detailing the above system, with pictures 
of forms used, is available by circling No. 133 on the 
reader reply-card. 


SPEEDING preparation of the form 


You've probably watched your secretary insert car- 
bon sheets between pieces of paper before putting 
them in her typewriter. It’s a costly operation, ‘Time 
studys show that it takes almost a half-minute to insert 
and remove carbons if you want three copies and an 
original. And yet, if “corner-cut’” carbons are used 
for rapid removal, this time can be reduced by 25°7! 
In a large typing pool, the saving of unproductive 
labor is considerable. 

With forms such as Invoices, if you write them in 
any quantity, an improvement in carboning technique 
produces even more dramatic savings. For example, 
illustrated here are two sets of forms used by the 





Wholesale Distributing Company of Pittsburgh, Penn- 
sylvania. The old forms, at the top, were only three- 
part—but using loose sheets and carbons on a manual 
typewriter, a typist could produce only 15.9 per hour. 
When the company changed to the five-part form, at 
the bottom, using factory-interleaved carbon, and con- 
tinuous marginally punched forms in conjunction 
with an electric typewriter and automatic line finder, 
production jumped to 35.9 invoices per hour! 

The ‘Treasurer of the firm reports as follows: “‘It 
took longer to insert the carbon paper and aline the 
invoice in the typewriter than it did to type the in 
voice.”” Labor costs being what they are, this 125°, 
increase in Invoice production more than pays for the 
additional cost of the new forms and equipment. 


For more information on this system and technique, 
Circle No. 132 on the reader reply-card bound into 
this issue. 
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COMBINING several forms in one 


This is more than the matter of jamming a lot of 
related intoimation on a single sheet of paper. Here's 
a good example. A large West Coast company with a 
chain of gas stations recently installed a new customer 
credit plan. Instead of a credit card, the car owner 
eets a “credit check book.” It’s a leatheret foldet 
containing 25 pre-punched tabulating cards. As each 
“check” has the account name both printed and coded 
with punched holes in it, all that has to be filled in 
when a gasoline purchase is made is the license num- 
ber, amount of purchase and the buyer’s signature. 
The customer can do this himself or have the station 
attendant prepare it for him. Beside speeding cus- 
tomer service, the plan simplifies the company’s ac 
counting system. Credit cards are eliminated.  <Ac- 
When the 
card is received in the home office, it’s a simple matter 
to punch in the written information and, from there 
on, let machines do the work. 


counting at the station level is eliminated. 


Simplification is car- 
ried even further since the punched cards are sent 
back to the customer with his monthly statement, 
thereby 
bill. 


eliminating another form—the descriptive 


The above system is applicable to many inventory 
and costing procedures. Fora booklet on the subject, 


Circle No. 131 on the reader reply-card. 


ELIMINATING a form when you can 


Forms have a way of hanging around long afte 
they're usefulness is finished. It’s a good idea to peri- 
odically check every form to see who authorized it ane 
if he still knows that it is being issued. The same ts 
true of extra copies. A lot of them are unnecessary 
and simply mean more printing, more paper, more 
handling, more envelopes, and more filing space. 

Less obvious, however, are very useful forms which 
could be eliminated by careful examination of pro- 
cedures. For example, a large Chicago manufactui 
er has eliminated the requisition form that formerly 
had to be prepared for each individual purchase that 
the company made. It had been the company’s prac- 
tice to have a clerk make a daily inspection of thei 
stock record, which was visibly signaled, to determine 
item had reached the “Reorder” point. 
When the stock was low, the clerk would fill out a 
purchase requisition detailing the exact specifications 
ot the item to be ordered. 


when an 


This was a tedious and 
time consuming job, and it was easy for errors to 
creep into the copying process. The Comptroller of 
the company devised a “travelling requisition” which 
Now, 
whenever an item has to be reordered, this form is 
withdrawn from the file and sent to purchasing, On 
it are shown exact specifications for the item as well 
as the approved vendors. 


thereafter became a part of the visible record. 


The Purchasing Depart- 


ment initials it when it is received, and it is sent back 
to the stock record clerk who returns it to the file. 
Hours of manual copying have been eliminated, and 
so has the old requisition form. 


A folder showing this system in detail, with illustra- 
tions of the travelling requisition is available by 
circling No. 130 on the reader reply-card. 


STORING the form “for the record” 


One of paperwork’s greatest costs is a simple matter 
of storage. It has been estimated, for example, that 
it costs more than $200 a year to maintain the average 
four drawer file. This presupposes that your filing 
system is efficient and that you’ve adopted an orderly 
plan for disposing of records when they are no longer 
useful. In actual practice, considering the costs of 
salaries, floor space, supplies, and filing cabinets, the 
annual overhead is probably higher. 

Too few businesses observe orderly record reten- 
tion and disposal procedures. Not knowing how long 
a record should be kept, they hoard against future 
possible needs. Certain records should be kept per- 
manently, others have precise legal value for only a 
few years. Some should never be stored-—at least, not 
in a general file, where they slow down reference to 
active papers. Here are a few examples which you can 
compare against your own storage practices. Accounts 
Receivable ledgers should be kept for seven years, 
whereas your general ledger is a permanent record. 
Corporation minute books should be kept forever, but 
proxies of holders of voting securities need only be 
held for two years. Receipted pay checks have per- 
manent value, but comparative or analytical state- 
ments of payrolls are expendable after three years. 
There are many records of optional retention value, 
of course. In these cases, it is wise to consider the 
possibility of microfilming—not only to save expensive 
office space, but to expedite reference to the active files 
in your office. It is particularly pertinent to guard 
against duplicate filing in several departments. 

An informative booklet on “How Long Should 
Business Records Be Kept?” is available by circling 
No. 129 on the reader reply-card. 
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than any other 









More leading 
companies 
use Do/More 


posture-type 
executive and 


clerical chairs. 


Backaches, indigestion, nervous 
tension or restlessness may be 
symptoms of poor posture. If 
you suffer any of these “office 
ailments,” it’s high time you try 
a Do/More! 

See for yourself if a custom- 
fit Do/More doesn’t help you 
feel your best, look your best, 
work your best. Check coupon 
below if you would like to try 
one or several in your office. 


for free copy of 
“Physical Fitness and 
Personal Appearance” 


DOMORE CHAIR COMPANY, INC. 
Department 208, Elkhart, Indiana 


Please send, without obligation, your free 
booklet, “Physical Fitness.” 


NAME 





Li] Saaeaeees 





ADDRESS 





CITY, STATE___ 


O Send representative for chair trial. 





Circle 113 for more information 
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ls the customer always right? 


WATCH OUT FOR PRODUCT LIABILITY CLAIMS: EVEN THE BEST PRODUCT CAN BACKFIRE 


By Hubert A. Gerstman 
Chartered Life Underwriter 


a ewe YOU PROBABLY 


to cover yourself against liability claims. 


CARRY INSURANCI 


This insu 
ance covers your product, as well, so long as it is on 
your premises. But once you have completed your 
work or sold your product, you are not free of possible 
negligence claims against you—nor are you covered by 
your standard liability policies. 

People commonly have the misimpression that 
product liability claims are restricted to restaurants, 
markets, bakeries, canneries and others in the food 
line. Such businesses unquestionably need liability 
coverage, but the same hazard exists with everything 
manufactured, distributed or sold. 


Need For Product Liability Coverage 

You are the best judge of the extent to which your 
product could potentially embarrass you if it “back- 
fired—or if an unscrupulous consumer claimed dam- 
ages which a jury might construe as negligence on 
your part. 
ably be a shock to you. 
tastic. Unfortunately, most manufacturers settle their 
difficulties by out-of-court arrangement as a matter ol 
public relations policy. Even when they are suspect 
of a claim, they settle rather than hazard bad public- 


ity. 


Examination of court cases would prob- 
Some of the claims are fan- 


What Does Product Liability Cover? 

Perhaps, the best answer of all is found in the of- 
ficial Manual of Liability Insurance, published by the 
National Bureau of Casualty Underwriters. Bodily 
injury liability and property damage liability cover- 
ages are available when caused by: 

“(i) The handling or use of or the existence of any 
condition in goods or products manufactured, 
sold, handled or distributed by the insured, if 
the accident occurs after the insured has re- 
linquished possession thereto to others and 
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away from the premises owned, rented or con 
trolled by the insured or 

“(i1) Operations, other than pick-up and delivery, 
and the existence of tools, uninstalled equip- 
ment, and abandoned or unused materials, if 
the accident occurs after such operations have 
been completed or abandoned at the place of 
occurrence thereof and away from premises 
owned, rented or controlled by the insured.” 


The basis of premium used in determining the rate 
is either sales or receipts, and the “unit of exposure”’ 
to which the rates are applied is each $1,000 of sales 
or receipts. Sometimes, however, the “unit of ex- 
posure” is each 1,000 items of the goods either sold 
or manufactured. For example, the manufacturer of 
automobile inner tubes has for his unit of exposure 
each 1,000 tubes manufactured, regardless of their 
selling price; a producer of coal has for his unit of 
exposure each 1,000 tons of coal produced. 

When the estimated annual premium for the bodily 
injury liability portion of the policy exceeds: $5,000, 
or when the estimated annual premium for the prop- 
erty damage liability portion of the policy exceeds 
$2,000, the risk is to be submitted to the National 
Bureau of Casualty Underwriters in New York City 
to determine the basic rate and the factors for in- 
creased limits. 


How The Coverage Applies 


As is the case with other types of business liability 
policies, the limits of product liability insurance are 
considerably different from those used in automobile 
liability insurance. ‘There are three factors to be con- 
sidered, rather than two (simply lower and higher), 
as there are with automobile insurance. The basic 
bodily injury liability limit in this type of insurance 
is $5,000 / $10,000/ $25,000. The $5,000 is the most 
that can be paid to any one person from one accident; 
the $10,000 is the most that can be paid to two or 
more persons from one accident; while the $25,000 is 
the aggregate limit of claims that can be paid on be- 
half of the insured during any one policy year. 


How Much Coverage is Needed 

In this day and age, what with high jury verdicts 
and the matter of good-will itself, insureds are 
not satisfied to have these small limits attached to 
their policies. If the insured wants his bodily in- 
$10,000 /$50,000/850,000, 


then his higher premium will generally be 1.16 times 


jury liability limits to be 


the premium for the basic limits; and, if the insured 
wants his bodily injury liability limits to be $10,000 
$50,000 /$300,000, then his 
generally be i.184 times the premium for the basic 


higher premium will 


limits. We have used the word “generally” twice in 
the last sentence because in a small percentage of the 
risks, a different Increased Limits Table, which is 
higher, is used. 

In the State of New York, with most risks deduct- 
able clauses are very economical to the insured. For 
example, if the amount of the insured’s retention is 
$1,000 for bodily injury lability claims, then there is 
generally a premium reduction from the basic limits 
premium of 55° per claim and 50°% per accident. 
Similarly, with property damage liability, with most 
risks in the State of New York, if the insured’s amount 
of retention is $250, then there is a 43°, premium re- 
duction from the basic limits premium per accident 
and per claim. 

To many large concerns, the advantage of a de- 
ductible clause is greater for a public relations view- 
point than from an economy viewpoint. Manufactur- 
ing concerns, as well as food products concerns, do not 
want their insurance carriers to be too strict in han- 
dling small claims for fear of losing valuable good- 
will, nor do they want their insurance carriers to be 
too lenient in handling small claims so as not to en- 
courage fraudulent claims which may damage _ the 
reputation of the product. 

Naturally, when large claims are involved, the in- 
surance carriers are welcome to the defense of the suit. 
The insurance carriers already have their legal battery 
ready to defend large suits and are naturally far better 
equipped to handle them since they are defending 
cases day after day. 





be 
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INTEREST IS CHEAP 


By William G. Seaman C. P. A. 


$¢$$tax 


In the last issue of METHODS the advisability of 
purchasing office equipment because of the favorable 
depreciation factor was discussed. At that time the 
statement was made that interest charges were de- 
ductible. 

It is important that the concept of interest charges 
be considered in the light of present day values and 
future possibilities, and not as an item to be avoided 
at all costs. 

In the past, when taxes were relatively insignificant 
and dollar values greater, interest costs were items 
that required careful consideration, as the actual inter- 
est rate paid approximated the net interest cost. 6% 
in those days wound up costing not much less than 
6°., after application of taxes, Today this 6%, afte1 


( 
' 


taxes, can cost as little as 1.08°)! 

Much the same effect applies to interest charges as 
to the actual purchase cost of new equipment. If 
equipment is purchased on a time basis, the resultant 
cost in interest is not what it seems to appear— 
INTEREST IS CHEAP—in the present era. Here, 
again, we see the cost of borrowed money reduced 
by the highest tax percentage bracket of the taxpayer, 
whether it be corporation, partnership or individual. 
In the case of the corporation in the highest bracket 
(82°7) this cost really sinks into insignificance. Fo1 
example, a 6° interest charge actually costs about 
1°, (to be exact 1.08° %). 

The corporation in the middle bracket pays 52% 
tax, thus making the interest cost of 6°%, actually 
equal to only 2.88%. 

The corporation in the lowest bracket pays 30% 
tax, with the actual interest cost of 6°%, actually equal 
to only 2.00 7a 

The corporation in the lowest bracket pays 30% 
tax, with the actual interest cost of 6°; being reduced 
to a net of 4.2%. 

In the cases of partnerships and individuals, the 
basic interest cost is effected by the highest tax bracket 
effecting the individual taxpayers. The lowest rate 
of tax is 22.27, and the highest 929%. The 6%, inter- 
est charge actually is reduced by whatever tax bracket 
the taxpayer falls into. For example, if the net tax- 
able income were $20,000.00, the rate of 48% 
interest charge to a net 


apply- 

ing, would reduce the 6% 

actual cost of 3.12%. 
The taxpayer, in taking advantage of extended 

payments on new equipment, achieves a_ three-fold 

result: 

(1) He frees the use of his own capital. 

(2) He establishes a credit rating. 

9 

re | 


(3) He borrows money at a cheap rate. 





WAYS TO BETTER BUSINESS by 


the ORIGINAL modular office 


RENT-FREE FLOOR SPACE is saved for expanded 
use by TECHNIPLAN Modular Office Sys- 
tem, with space savings ranging from 18% 
up to 43%. 


WORK EFFICIENCY is increased by the scien- 
tific 4-turn working position, which makes 
ALL working surface usable, within easy 
reach, without waste. 


JOB-FITTED FACILITIES are provided for each 
work station’s particular needs. 


TECHNIPLAN standard units are interchange- 
able. They interlock to form any desired 
combination or arrangement. Rearrange- 
ment to meet changing needs is readily ac- 
complished without special tools or skill. 
So, TECHNIPLAN is always complete— 
never final. 


DISTINGUISHED APPEARANCE results: from finest 
craftsmanship devoted to quality woods, 
finished in rich walnut; smartly modern. 
GET THE FACTS—use the convenient Check 
List Request. 


TECHNIPLAN, and 4000 other ways to better 
business, originate with Globe-Wernicke, 
and are sold and serviced by dependable 
G-W dealers, listed in classified ‘phone 
books under “Office Equipment.” 





Engineering Specialists 
in Office 
Equipment 
Systems 
and Visible Records 


Cincinnati 12, Ohio 








TECHNIPLAN components are de- 
igned to true modular standards. 






Innumerable combinations afford 
flexibility to meet all conditions. 





Standard partitions available to 
provide full or semi-privacy. 


CHECK this LIST for 
wanted information— 
promptly furnished : 

("J TECHNIPLAN Facts 

[] Modern Filing Methods 


[_] Visible Record Facts 
[_] Special BIG Papers System 


Check above, attach 
to your letterhead— 
and MAIL—TODAY! 


circle 107 for more information 
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Circle 101 for more information 
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7 SALES 


of your dependable 


office furniture dealer 


JASPER, 





Today you need the best counsel 
in refurnishing your present office— 
or outfitting a new one. 


The INDIANA DESK shield marks 
your office equipment dealer as a 
reliable, dependable source for 
Natural-ly Better Wood Office Fur- 
niture —— designed for comfort, 
efficiency, and durability. 


Talk with your Indiana Desk dealer 
about your office furniture needs 

. see the beautiful Indiana Desk 
Catalog. See how it simplifies your 
office planning — despite a short 
supply. 


Write for the name of your nearest 
dealer. 





lustrated is the Fleet 
Line Conference Desk 
a modern, island-base executive desk. 





intiana desk co. 





PUNCHES sheets and covers of any size 
or weight, quickly, accurately 






BINDS up to 250 books an hour with 
colorful GBC plastic bindings 





Add  prestige...color...atten- 
tion-compelling appearance to 
reports, presentations, catalogs. 
GBC plastic binding equipment 
quickly ...easily...economically 
binds pages of all sizes into 
handsome custom-made _ book- 
lets. Pages turn easily...lie flat. 
New models cost less than a 
typewriter...save 50% over old- 
fashioned fastener-type covers. 


SPECIAL OFFER 
Send today for 2 use- 
ful, valuable pocket 
memo books. Striking 
examples of handsome 
GBC plastic binding... 
absolutely FREE. Receive also illus- 
trated brochure showing how GBC 
can improve your literature...save 
money, too. No obligation. 





General Binding Corporation 
808 West Belmont Ave., Dept. MM-2 
Chicago 14, Ill. 





BIND THIS MODERN WAY 
right in your own OFFICE 


INDIANA °* U.S.A. 
































How to increase your profits 


WHEN YOU CAN'T INCREASE OVERALL SALES, ELIMINATE UNPROFITABLE ACCOUNTS 


Editor's Note: The following article 
was prepared by a widely-known sales 
analyst. Because much of the material 
presented is drawn from experience with 
his present employer, he has requested 
that his name not be used. He's the 
author of several books on Sales Man- 
agement, and has held responsible ex- 
ecutive positions with several of the 
nation's largest firms. The figures he 
uses in his case history are hypothetical. 


ee Ci iess your business 
is unusually well controlled, you 
make all of your profit on 20°) or 
fewer of your accounts. What’s more, 
you lose money on at least 50°% of the 
customers on your books. 

Few Sales Managers are willing to 
But it is the 
recurring experience of sales analysts, 


accept this indictment. 


who dig into these questions in com- 
pany after company, that the pattern 
is consistent. 

That doesn’t mean, necessarily, that 
small accounts should be eliminated. 
On the contrary, careful analysis may 
show you that you’re losing money on 
some of the largest accounts that you 
sell. 


What Does a Profitable 
Customer Look Like? 

Here is a proven way to simplify 
your sales job and save money and 
headaches. It has been tested and re- 
It works. 
derstand and easy to apply. You have 


tested. It is simple to un- 
all of the information you need to do 
the job right in your own office. You 
can find it in your sales control rec- 
ord, for example, if you maintain a 
detailed one. (See Page 19 for such 
a system.) Otherwise, you have it in 


your Accounts Receivable — ledger, 
your invoice files, and your files of 
salesmen’s call reports and sales pro- 
motion records. The trick is to dig 
the material out, organize it, and 
apply it properly. Business machines 
will help you, but they're not essen- 
tial. You can do the job with noth- 
ing more elaborate than a lead pencil 


'adA 


and some 5” x 3” cards. 

The first step is to bring togethei 
the following facts about each cus- 
tomer and prospect: 

1. Name and address 
2. Kind of business 
3. Dun & Bradstreet rating 

!. Number of employees or what- 

ever indications of size make 
most sense in relation to what 
you sell. 

Next, if the account is a buyer, and 
not just a prospect, you'll want to 
know: 

5. The amount purchased year by 

year for the past five years 

6. A notation of the amount and 

number of the orders for each 
product you sell. 

If you do not have an efficient Sales 
Control system now, it may be too ex- 
pensive to reconstruct these last two 
points. If so, start building this in- 
formation up from your invoices now 
for use in the future. 

Next, compile from your Call Re- 
ports the number of calls your sales- 
men have made on each customer and 
prospect for the same period as you 
have covered in your sales figures. If 
you can, also indicate the number of 
mailings you have made to each and 
their approximate cost. You'll need 
these sales development costs to be 
charged against your customers before 


you can finally evaluate whether a 
given account is worthwhile. 


How to Evaluate an Account 


You're now ready to begin your 
actual evaluation. If you have no 
mechanical equipment to help you, 
it’s going to take quite a bit of cler- 
ical time. One easy solution is to call 
in a Punched Card Service Bureau, 
have them punch cards for the facts 
you have already collected, and let 
them automatically sort and tabulate 
for you. From here on, however, we'll 
assume that you want to do the job 
manually, 

First sort your cards by the amount 
each customer bought in 1951, from 
the largest down to the = smallest. 
Count them. ‘Then stack the = cus- 
tomer cards into twenty piles, each 
pile having 5°, of the cards in des- 
cending order. 

Add up their 1951 purchases and 
the purchases for each earlier yean 
Also add 
up the number of calls, year by year. 


separately for each group. 


This will enable you to make a table 
that might look something like this: 


























% of % of 
Your Sales %. of 
Groups Total Calls | Your 
Sales Reported Mailings 
Ist 5%, 45%. 20% 5% 
and 5% 23%, 10% 5%, 
3rd 5%, 12% 7% 5% 
18th 5%, 3% 5% 5% 
19th 5% 2%, 5% 5% 
20th 5% s% 6% 5% 





You'll note that the above tabula- 
tion converts dollar sales into a per- 
centage figure. 
first 5% 
45% of your sales for 1951, received 


20% 


In other words, the 
of the accounts produced 


of your salesmen’s calls, and 5% 


) 


Circle 110 for more information 
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of your mailing expense. Or, to carry 
this a bit further, 15% 


tomers produce 80% of your sales, yet 


of the cus- 
use only 37°, of your sales calls and 
15°, of your direct mail or other 
promotional effort! 

Now count the calls and mailings 
to prospects, and put an average price 
on the call by dividing the total direc 
field expense (salaries, Commissions, 
rents, etc.) by the number of calls 
reported. If you sell to industry 
your cost per call is probably more 
than $10. 

Let’s be conservative and say that 
your men make only two calls average 
per account per year, and these calls 
and the supporting direct mail cost 
only $50 a year total. Let’s also say 
your cost of sales is 60°% of sales vol- 
ume, so that you have 40% trading 
profit to play with. 

Then $50 divided by 40% equals 
$125, so that you lose money on any 
account that does not buy more than 
$125 a year. Actually, you lose on 
bigger ones than that, because it cost 
you something to enter orders, write 
invoices, pack and ship merchandise, 
handle credits and collections, etc 


Size of Account as a Factor 

Now, let’s back track. Combine 
your bunches of 5°%% groups and sort 
them down by whatever valuation 
you have used to indicate the size of 
the business. (Not the sales volume.) 
Throw in the prospects too. One 
good measure of size, for many busi- 
nesses, is number of employees, If 
you use this criterion, separate your 
cards into three piles: One pile of ac- 
counts and prospects with more than 
500 employees, one with 100 to 500 


when youre oversold 


employees, and the last with 99 or 
fewer employees. If you summarize 
these, you might come up with a table 
like the one below: 

This is a much more realistic and 
disturbing analysis than the one 
which excluded prospects. Here we 
see that among the small customer 
and prospect group (less than 99 em- 
ployees) who constitute about 70% of 
all the people you're trying to sell, 
you are putting half of your expedi- 
tures and getting only a fifth of your 
volume. On the other hand, only 
15° of your total effort is being put 
on the 5° of the companies with 
more than 500 employees, yet 40°% of 
your volume is coming from that 
group! 


Direct Your Sales Effort 
Profitably 

Let’s say that you have a total of 
6000 customers and prospects. Let's 
assume that 14 of these are actual 
customers—1500. At that rate, 8% 
or only 120 customers produce 30% 
of your sales. What’s more, they ab- 
sorb only M440 of your 12,000 calls 
(the average given was 2 per custome1 











and prospect) or 12% of the total 
field cost. On the other hand, there 
are 180 prospecis of like size in the 
over 500 group. They receive only 
3% of all the calls made, or 5% of all 
the calls on prospects, and they cost 
3% of the promotion expense. Since 
it’s impossible to properly sell this 
group of prospects on only 3% of 
your promotion expense, the money 
you’re spending on them in your 
present effort is largely wasted. 

On the other hand, 780 customers 
in the small size group use up 1680 
calls and produce only 20% of the 
volume. There are 3420 prospects 
like them and they are absorbing 4320 
calls—three times as many as the cus- 
tomers in the large size group—and 
producing not a dime’s worth of busi- 
ness. If they were sold, they would 
be a losing proposition because the 
average customer must buy 100% di- 
vided by 1500, or .067% of the total 
volume to be profitable. It should 
be noted that the 120 customers in the 
large size group average .333% of the 
total volume and the 780 in the small 
size group average only .026% of the 
total sales. 








TOTAL CUSTOMER GROUP | PROSPECTS 
Siu << | Number Calls |’ Nomiier Gel. Sales |. Number Ce 
500 plus 5% 18% 30% 40%, 4% 5% 
100-500 | 25%, 35%, 35%, 40%, | 10% 35% 
‘Worless | 70% 50% | 52% 36% 20% | 86% 60% 


Apply This to Your Business 

From this kind of analysis of the 
various characteristics of customers 
and prospects in your business, it is 
fairly easy to set up a yardstick as to 
where your sales effort should be di- 
rected. It can be observed that a cer- 
tain amount of effort is required to 
sell the kind of prospects who are 
profitable, and that the reason many 
do not buy is that not enough effort 
is spent on them. In other words, 
having selected what you consider to 
be an economic account, you must in 
vest sufficient calls and promotion to 
bring the business in. 

Once you have defined a profitable 
and unprofitable customer, it is easy 
to throw off the mailing list those 
you want to ignore and stop your 
salesmen from calling on them if they 
can only be sold at a loss. From that 
point on, it’s necessary to set up an 
adequate Sales Control record to see 
that your salesmen actually concen- 
trate on profitable customers and 
prospects, and that they make the 
necessary calls to keep them sold. 


Worth the Effort 

This is a perfectly simple and 
straightforward job that any business 
employing outside salesmen can do 
for itself. Don’t be discouraged by 
the apparent volume of clerical work. 
However you do the job, with your 
own punch card machines, through a 
Service Bureau, or by manual labor 
in your own office, the investment will 
be infinitesimal compared to the pos- 
sible return. 


For an example of an extremely 
effective and simple Sales Control 
Record, see page 19 in this issue. 
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experts 
THIS MONTH'S EXPERT 


Henry Viscardi, Jr., Chairman 
O.E. A. Just One Break 


Committee 


Mr. Viscardi says: “Leading 
authorities have estimated that 
of each 1000 disabled persons 
in any given community ap- 
proximately one third could 
be immediately placed in em- 
ployment, if the resources of 
commerce and industry, 
already existing within the 
community, would adequately 
screen such persons and_pro- 
vide the employers with an 
objective and scientific evalu- 
ation of the physical capacities 
of the individual as they relate 
to given jobs. 


“Physical fitness, from the in- 
dustrial standpoint, is match- 
ing the known abilities of 
each individual with the phy- 
sical demands of the job to be 
performed. 


“There is an untapped reser- 
voir of manpower in every 
community; disabled citizens, 
physically fit from the indus- 
trial standpoint to do a day’s 
work for a day’s pay in free 
and open competition with 
everyone.” 
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A MONTHLY FORUM ON A CURRENT MANAGEMENT PROBLEM 





Are you short of clerical help ? 


HIRING THE HANDICAPPED ISN'T '"'DO-GOOD": IT'S GOOD BUSINESS 


Ce ee ts iti 
when the average businessman hired 
the handicapped for the same reason 
he contributed to a worthy cause, 
That day is long since passed.  Per- 
sonnel Managers, particularly in big- 
ger companies, consistently tap this 
source of productive labor as a matte) 
of standard routine. The efficiency 
and productivity of handicapped 
workers is so well recognized that the 
question is no longer “‘shali we hire 
them?” but “where can we get them?” 


Sources of Information 


If there’s any doubt in your mind 
about the desirability of hiring the 
handicapped, you might check a few 
local employers who have used these 
people with good results. Names oi 
such firms can be obtained by con- 
sulting with your local branch of the 
National Office Management <Associa- 
tion. 

Similar information can be ob- 
tained from the Federal Security Ad- 
ministration, Office of Vocational Re- 
habilitation which, besides giving you 
case histories, can bring you together 
OVR, 
through its program of vocational re- 


with job candidates. The 


habilitation, trains and places about 
50,000 impaired persons a year. The 
Veterans Administration has done ex- 
tensive work in this field, also, and 
would be an excellent starting point 
in any recruitment effort. In addi- 
tion, in many communities there are 
independent 


groups organized — to 


place disabled workers. 


What About Insurance? 

On the question of insurance, a 
common bogey, see your personal in- 
surance carrier. ‘The Casualty Insur- 
ance industry is sensitive to the accu- 
sation that they are blocking the em- 


ployment of the handicapped, ‘They 
have published a booklet entitled 
“The Physically Impaired—A Guide 
Book To Their Employment.” as well 
as other material encouraging the hir- 
ing of the handicapped. If you can’t 
obtain this booklet through your own 
agent, write to the Association of Cas- 
ualty and Surety Companies, 60 John 
St., New York 7, New York. In ad- 
dition, you will find the National 
Safety Council and the Department of 
Labor helpful in correcting wide- 
spread misinformation on the insur- 


ance question. 


Fitting the Man to the Job 

Naturally, the physical require- 
ments of a job must be matched with 
the physical capabilities of the work- 
er. You wouldn’t place a cardiac case 
in a position that required running 
up and down stairs. On the othe 
hand, a person with poor hearing 
would be ideal for a position in a 
place where the noise level is extreme- 
ly high and need for communications 
is limited. In some cases, it will be 
worth your while to make simple 
changes in your office layout to bring 
within easy reach all materials neces- 
sary to do a job that previously re- 
quired a person with complete free- 
dom of motion. 

3ut don’t try to do this “fitting” 
job yourself. Your local representa- 
tive of the Federal Security Adminis- 
tration or the State Employment Bu- 
reau can send a trained man who 
knows how to match the handicap 
and the job. He’ll come to your ol- 
fice and, based on his expert knowl- 
edge, help you solve the problem. It 
is important to remember that the 
most vital factor in employing the dis- 
abled is placing them where their 
physical abilities and work qualifica- 


tions precisely suit the requirements 
of the job. This should be no deter- 
rent to you. It’s exactly the same prin- 
ciple that governs selection of the 
non-handicapped. 


Is It Worth the Trouble? 

Forgetting all of the social and civic 
implications — the answer is an un- 
qualified “Yes”. Proof of this may be 
found in the following facts uncov- 
ered in a survey of 88,600 workers 


by 


with physical impairments, made 
the U. S. Bureau of Labor Statistics, 
which disclosed that these workers: 

1. Come to Work Regularly —49 
percent had better than average at- 
tendance records; 44 percent had av- 
erage records; and only 7 percent were 
absent from the job more frequently 
than non-handicapped workers, 

2. Stay on the Job Longer—58 per- 
cent of the handicapped workers stay 
at their jobs longer than the unim- 
paired; 31 percent had average rec- 
ords for turnover; and only 11 percent 
had poorer records for staying at thei 
jobs. 

3. Have Better Safety Records—5| 
percent of the handicapped had _ bet- 
ter safety records than the nonhandi- 
capped; 38 percent had the same rec- 
ords as the unimpaired; and only 11 
percent had poorer records. 

Another study conducted by the 
Bureau of Labor Statistics disclosed 
that workers with physical limitations 
produce at slightly higher rates than 
unimpaired workers on the same jobs. 
Of the group surveyed, 72 percent 
produced at a rate as good as or bette 
than their unimpaired fellow workers 
on the same jobs. Studies by the NAM 
and the U. S. Chamber of Commerce 
have added supporting proof that dis- 
abled workers compete favorably with 
all workers. 
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ViSIrecord .. . “The World’s Fastest Visible Record Keeping System!” 
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that 
ViSlrecord 
performs 
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( Advertisement) 


INVESTMENT SAVINGS... 
100% 


Durez Plastics & Chemicals Inc., tells 
Independent Research organization dramatic Maintenance Steck Sacord. 


story of Investment Savings in Maintenance 
Stock department. 


Durez Plastics jn an impartial survey con- ° 
ducted by the H. P. Gould Company, Chi- Material Control Record. 


cago. reports V/S/record's visible record 
management control system has saved them 
thousands of dollars of invested Capital. 


Purchase Parts Record. 


Quoting from the survey— 


"Our supervisor of stores is responsible 
for inventory valued at close to $400,000 
on which the interest is approximately $10,- 4. Manufactured Parts Record. 
000 a year. Mainly through closer control 
of it, the supervisor has been able to hold 
down this inventory to the same investment 
that was required 3 years before, although 
the number of items stocked has increased 


from 6400 in 1947, when the equipment was Perhaps you ao it this way! 


installed, to approximately 14,000 in 1951. 








~ | 1 Keep the record in any one of the following systems that are difficult to post 
Es and to analyze, expensive to maintain or are excessive in floor space usage. 
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ViSirecord installation at Durez = : es 
Plastics & Chemicals Inc., North . ie lie ee pare | Record housed in visible book 














= type binders. 
Tonawanda, N. Y. = Record housed in flat tray type 
= Rig = 
visible equipment. 
This saving was effected through the use of Record housed in “blind” vertical 
VISlrecord's unique two card stock and Pur- type files. 


chase Requisition Systems housed in effi- 


erat Gaegens 7 iSirenerd eabinats. 2 If you do, you must physically review each record to determine the action necessary. Actual stock balances can only 


Concerning further savings effected by be seen by manual handling. No automatic Management review is possible. 
ViSlrecord, the following is reported— 3 , ‘ ae , 
To order replenishment stock or activate production orders, requires the writing of detailed, multiple copy requisitions. 


"With the forme thod, tock - ° ‘ > “ 
ee This operation is expensive because — 


ord clerk was able tc handle the disburse- 
ment of 150 items a day. With the : oleae ° ‘ ° 
Vigieend welem, the same. clerk hendles fo ee = © Each requisition requires 2 to 5 minutes of the posting 
260 items a day, and the number is con- No ae? = =|] clerks time per requisition. 

stantly increasing. By the expenditure of ce om eee ore —— ¢ Errors in copying are frequent, creating confusion and 


$1450 for our first 2 cabinets installed in a 2 nc . : 
coma ea expensive corrective procedures. 
1947, and our third V/Slrecord cabinet i P P 


installed in 1949, we have avoided the em- 
ployment of a second posting clerk at a 
saving of $2500 a year. This saving has 
been in effect for the past 3 years." 





me oer © Necessary duplicate files for requisition follow-up are 
Pers iy expensive to operate and maintain. 





eh All systems necessitate the keeping of a separate Purchase History record in the Purchasing Department. This addi- 


For further information regarding the above tional record requires a duplicate posting operation when purchase orders are issued, and causes excessive 
report, write V/S/lrecord, Inc. 801-R, Second 





Clie Men Vuk oY. supplementary paper handling. 


Circle 109 for more information 
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1 Cut posting time by using VI/Sirecord, 
proven the fastest manually or machine 
posted record, on cards like these — 












} 


} 
} 


Feed Cael Good Gand tacd heed Necscdl% rch 


Maintenance Stock Record — 
The Carborundum Co. 
Niagara Falls, N. Y. 


























Purchased or Manufactured Stock — 


American Radiator & Standard Sanitary 
Buffalo, N. Y. 



























































Material Control — 
American Machine & Foundry | 
Buffalo, N. Y. f 
2 Review cards at a glance. Balances : Be = —— 
and other pertinent comparison ; 
o6 ‘ Se 
data are visible on each card Beanies 
7 =z = a 73 VP — t 
without physically touching see ee 
im eee 1 { x 4 \ * 
a single card. 
ae su = 4% .* ve, NW . a NY ay x 
/ + ESR oT | \ . S, * NS &. 
Q + 
Eg A ATAU ae 
Ait Fae Vopr vera orm tic aren 
y ry ti bs tte ofa rere. 
aa = eat ta 
ar He rr £274 > 
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3 To order, merely withdraw automatic requisition from behind master stock card. This single copy, automatic requisition 
S. traveling to the Purchasing Department creates the following advantages — 





@ Only 10 seconds to post necessary information to automatic 
requisition copy — just date and quantity — saving 2 to 5 
minutes per requisition. 








© Transcription errors eliminated as there is only one correctly 
posted record ever used. 

© Spot color, automatic signal to indicate requisition out-of-file 
eliminates duplicate requisition follow-up procedures. 














© Complete, accurate review of requisitions for approval by 
supervisors without reference to master stock cards. 





= 
e %& Completely posted, permanent requisition eliminates the need for a separate Purchase History Record in the Purchasing 
office. All necessary information is on requisition when buyer receives it. 

















( Advertisement) 


REYNOLDS WIRE MODERNIZES 
STOCK RECORD SYSTEMS 








ViSirecord installation at the 

Reynolds Wire Division National- 

Standard Company at Dixon, 
Illinois 


Reynolds Wire recently modernized their 
Stock Record with the installation of 
ViSlrecord's two-card Stock Record and 
Permanent Requisition system. By installing 
ViSIrecord's vertical, visible record keeping 
equipment, they replaced visible flat tray 
equipment, which was proving physically in- 
adequate for the large number of items they 
stocked. 


In describing their new record keeping 
procedure to an independent research com- 
pany, Reynolds Wire had the following to 
say: 


"With the return of allocations of mate- 
rial, and the threat of possible quotas, the 
work of the purchasing department has been 
increased. Previously, all requisitions were 
written up for each item. Now the clerk 
merely enters the quantity requisitioned on 
the permanent or traveling requisition card 
for that item, and gives it to the purchasing 
agent who initials his approval and desig- 
nates the vendor. The card then goes to 
a typist who types up the purchase order. 
We save the rewriting and clerical work of 
processing our repetitive orders, and thus 
make a substantial saving of time in the 
purchasing department.” 


This entire installation according to the 
survey costs less than $150.00 per year in 
investment cost for the housing of ten thou- 
sand two-card Stock Records. The low cost 
plus the saving in clerical time has returned 
the original investment in less than one 
year's time. 


Reynolds Wire had first adopted 
ViSlrecord for thei Sales and Prospect 
Records, in which capacity it had proven 
itself the most adequate visible record keep- 
ing system available. Because of this pre- 
vious experience with ViSlrecord, it was a 
natural step to use the same type of equip- 
ment on their equally important Stock 
Record system—to employ modern office 
procedure and cut clerical costs. 


For further information write:— 


viSirecord, Inc. 
801R Second Avenue 
New York 17, New York 


Circle 109 for more information 
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$2,250,000 Inventory 
Controlled for less than 
$2.00 per Day. 


The Sundstrand Machine Tool Company— 
Rockford, Illinois recently revised their sys- 
tem of controlling inventory, which amounts 
to $2,250,000 covering approximately 35,000 
items—75% manufactured and 25% pur- 
chased parts. 

Formerly, the Stock Control Records were 
maintained on visible overlapping sheets in 
binder form. Detailed requisitions were 
written as required. 

In revising their system, it was decided to 
install V/Slrecord's two-card Stock Record 
and permanent requisition system. 


Capacity over Twenty-One 
Thousand Items 


Four desk speed-posting units of four 
drawers each, were installed giving them a 
capacity of over Twenty-One Thousand Items 
—two or more V/SIrecord cards for each Stock 
item and space to grow. Each drawer has 
a total capacity of 1,368 items. Four girls, 
one at each desk, handle the inventory con- 
trol system under the supervisor. Control 
is maintained through a set of cards for 
each part. The type of cards in the set, 
and the number of them depend upon 
whether they process the parts themselves 
or purchase them outside, whether or not it 
requires raw material and whether or not 
casters are necessary. 


Ordering 


When "balance-on-hand" on a manufac- 
tured part reaches the review point the 
processing requisition card is sent to the 
supervisor, who decides whether the order 
point is correct, or whether it should be 
changed. If he decides to reorder, he sends 
the processing requisition card to the dupli- 
cating machine operator. The operator runs 
off copies of the production order from a 
hectograph master with no rewriting. The 
date of the order and order number are 
entered on the card which is returned to the 
VISIrecord file. This tie-in of the V/Slrecord 
syster with the issuing of production or 
purchase orders speeds orders and eliminates 
hand writing of requisitions. 


Costs less than $2.00 per Day 


As reported in an independent survey, 
we quote The Sundstrand Machine Tool 
Company: 

“Anything that will control the inventory, 
control the parts, contro] the processing 
and speed the requisitions to the purchas- 
ing department, or requisitions of the proc- 
essing and manufacturing departments, is 
of so great value, that even at double the 
cost it would still be done, if it got the 
results our ViSlrecord system produces. 
Nevertheless, it is interesting to figure the 
cost of our inventory control equipment. 
10% depreciation and 2% average interest 
on $4000 invested in four V/Slrecord desk- 
speed posting units with guides amounts to 
$480.00 per year. (The cards we would have 
with any system.) This is only $40.00 a 
month or less than $2.00 per day—less than 
$.50 per day, per desk, for equipment to 
maintain records on an inventory of $2,250,- 
000." 


For further information write:— 


ViSIrecord, Inc. 
801R Second Avenue 
New York 17, New York 


Circle 109 for more information 
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The payoff comes 


Late Any Afternoon You Can Count the Cost of Fatigue 


ue One of the hardest purchases to just- 
ify is a new chair. The very word “comfort” has 
somehow become mixed up in the average business 
man’s mind with the idea of coddling himself or his 
employees. He'll accept the fact that proper and ade- 
quate lighting, for example, is necessary and desirable. 
He'll recognize the increased productivity value of an 
He'll buy 
equipment without serious mental reservations. 


electric — typewriter. himself dictating 


gut when it comes to intangibles—items like sound- 


proofing, colored walls, and properly engineered 


seating—he becomes self conscious. 


Fatigue is the Common Enemy 

A familiar sight in many offices is the executive who 
just can’t stay still. He works at top speed for an 
hour or so, then begins to pace back and forth, first in 
his own office and, as his horizons broaden, from work 


station to work station to “see how the others are 


Some examples of incorrect seating 


Chair Too High. Seat exerts pres- 
sure on nerves and muscles just 
above the knee, causing numb- 
ness in leg and foot: crowds knees 
against too of desk, causing un- 
necessary discomfort. 








Chair Too Low. Knees flop apart; 
occupant has te reach forward, 
under constant strain, always taut, 
inefficiently tense. Steady pres- 
sure on spine produces fatigue 
and reduces efficiency. 


doing.” 


Most men will say that they simply cannot 


maintain peak mental activity without a physical 
This 
Chances are that unconscious p/lys- 


break—hence the excursions. rationalization 
isn’t always true. 
ical fatigue is the real root of the matter. 

There are many causes for “unconscious” fatigue. A 
high noise level is one of them (see page 24 in this 
issue). Poor lighting is another. But by far the 
greatest cause for fatigue is incorrect posture—habits 
built up over a lifetime that immensely lower execu- 
tive and clerical effectiveness. 

Proof of the “unconscious fatigue’ factor can be 
found in what happens to the average person when 
they first start to use a posture chair. For a period ol 
several days, sometimes for two weeks, it is likely that 
they will be distinctly uncomfortable. First-time users 
generally complain of backache and leg stiffness. This 
discomfort is temporary. ‘The body is suffering from 
a “Charley-horse” as it gets back into condition. 


off floor 


out back support, makes him lean 





back, the shoulders, and the neck. | backward. 





at 3:00 P. M. 


CORRECT SEATING COMFORT. Glance at the picture 
at the left. Here's what an expert would see in it: seat 
high enough for leg comfort; body weight in the right 
point keeping the spinal column erect: spine supported 
in its natural curve; edge of spine at rear edge of seat; 
body relaxed for easy freedom of movement. Now look 
below to see the common faults in office seating. 


How a Posture Chair Works 

Adjustability is the key note. Most posture chairs 
can be compensated for five factors: A person’s height, 
his weight, his working habits, the length of his legs, 
and his personal preferences when they do not negate 
the fundamentals of correct seating. On this page 
you will find illustrated some examples of incorrect 
seating. All can be cured by a well designed chair. 

Incidentally, posture chairs are not as expensive as 
you might think. A top quality secretarial model 
costs less than $30. If it increases the productivity of 
a $2500 a year secretary by only 1%, the chair will be 
almost paid for in a year. 

In the case of the so-called executive models, the 
price is only slightly higher unless you specify ex- 
pensive amenities like leather covering or massive de- 
There is a definite place for these extras in the 
executive office, but they have no effect on proper 


sign. 


seating itself. 


Chair-Back Too High or at Wrong | Back and Seat Tilt Together. Rigid | Back Tilts Too Far. Wrong action 
Angle. Causes worker to sit with- | back of chair causes feet to rise 
when 
forward slumping at the shoulders; | back, resulting in undue pressure 
causes unnecessary strain on the | under the knees, danger of falling 


causes occupant to sprawl back- 
ward uncomfortably, off balance 
with muscular strain in back. 
Equally bad is rigid back with no 
“give. 


occupant leans 


d bd h 
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LINE FOR Employment record aids 
sales-girl training 


E-Line Base 





Service Life, Unlimited! 


Formed and welded into a 
permanent one-piece base. No bolts, 
rivets, or screws to work 


loose or rattle. 


E-LINE FOR 
EFFICIENCY 





Check the pictures you see of 
modern offices. You'll be amazed at 
the number that show Harter 

E-Line chairs. There’s good reason 
for this. E-Line chairs are fatigue- 
fighters. They have correct rigid back 
posture design with precise handwheel 
adjustments to fit them to the 
individual. And they have quality 
construction that makes them a 
sound investment in long service and 
smart appearance. Write for booklet 
“Posture Seating Makes Sense.”’ 
HARTER CORPORATION 


205 Prairie Avenue, Sturgis, Michigan 


GHARTER 


POSTURE CHAIRS 


STURGIS, MICHIGAN 


Model E 15-R 
Harter Secretarial 


Posture Chair 


Circle 104 for more information 
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H. L. GREEN CO. UTILIZE MANAGEMENT-BY-EXCEPTION 


OUR yrARs AGo the H. 
L. Green Co., set in motion the first phase 
of its company’s training program for sales- 
girls. 

At that time the Personnel Director pre- 
dicted that when ‘conditions allow’ his 
company would have ready and put into 
use a combination application job evalua- 
tion test and progressive record form. 

Poday all H. L. Green salesgirl appli- 
cants must pass a short test which is de- 
signed to weed out those below average 
mentality. Having passed this test, the ap- 
plicant is interviewed by the manager or 
personnel trainer and her history is re- 
corded on a cleverly designed Application 
and Progressive Employment Form which 
is filed for easy reference in a visible record 
book (see illustration). A new manager can 


come into a store and, after a quick survey 
of the cards, have a pretty good idea of 
what to expect from his staff. 

Likewise, at a flick of a card, and without 
digging through a vast file of application 
forms and old records, the manager o1 
store cashier can check the length of service 
of any employee for determining vacations, 
bonuses, etc. Likewise, on review dates, 01 
when discussing problems or progress with 
employees at any time, the manager has 
full details on the employee's history, such 
as her efficiency ratings, and the number 
of absences and lateness. 

For detailed information on this system, 
together with sample forms, circle 2136 
on the reader reply card bound into this 


issue. 


New H. L. Green Application and Progressive Employment Record system. Red celluloid tabs 
slide back and forth and can be set to remind manager of review date. 
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Sales 


control 


by individual account 


Editor's Note: (),, Page 10 of this 


issue, you'll find an article detailing 
a method by which you can eliminate 
unprofitable accounts in your busi- 
ness. The following system would be 
ideally suited to help the Sales Man 
ager accomplish this purpose. Beyond 
that, it details a method whereby any 
company can derive a_ satisfactory 
sales record as a by-product of its Ac- 
counting Department controls. 

sack in 1948, at a joint meeting ol 
their Accounting and Sales Depart- 
ments, the management of Shwayde1 
Brothers, Inc., of Denver, came to an 
important policy decision. Heretofore 
their Sales Department had been 
operating with only a summary rec- 
ord of sales. Once a month, the Ac- 
counting Department would provide 
Sales with a tabulated breakdown of: 


JOHN DOE, INC. 
FOURTH AVENUE AT LIBERTY 
ANY CITY, ANY STATE 


RATING STATE city NO 


@vur onven | Date when | NO. oF AMOUNT DATE 
NUMBER CUST.ORD. NO.) MAN one preces SHIPPED SHIPPED 


FoRw 60s 


A. Salesmen and territory record of 
orders, cancellations, shipments and 


unfilled balances. 


B. Summary of sales by states. 

C. Sales by major cities. 

D. Sales by key accounts. 

Though these reports were received 
promptly and prepared accurately, 
like all summaries they were generali- 
zations and contributed nothing spe- 
cific for sales management to use to 
analyze the underlying reasons fot 
general sales trends. As their Chief 
Accountant put it, “dA sales total ts 
made up of sales to thousands of in- 
dividual customers. The only real 
way to gauge results is to be in a posi- 
tion to make comparisons of sales to 
each individual customer from period 
to period.” 





@Z>z0Mr >on 


OUR ORDER | DATE SALES) when | wo. oF AMOUNT DATE 


nuMeER CUST.ORD. NO.) MAN | SHIP rieces SHIPPED SHIPPED 





Is your paper work done 


hOV'SC-QNA-Wa LON style? 


Se 






a 
al 


If there’s one place where a business 
is likely to show the “it-was-good- 
enough-for-grandpa” philosophy, it’s 
in paper work. Methods that call for 
writing, copying and re-copying are a 
hobble that holds back production 
while operating costs rocket skyward. 
And it’s here that the Colitho ‘“‘one- 
write’ system brings paper work up to 
the level of jet propulsion and atomic 
energy. 

Colitho Offset Master Plates readily 
convert estimating, purchasing, pro- 
duction and billing forms into “one- 
write” systems. You fill in a form and 
the one writing gives you immediate 
copies, plus a long life master plate 
ready to print on any offset duplicator. 
You get exact copies—in any quan- 
tity—without transcription errors. 





Colitho Plates are supplied in “‘snap- 
out”? manifold sets or continuous for 
tabulator, teletype, formswriter, or ad- 
dressograph, printed to your require- 
ments. Or you may have them as 
single plates, either printed or blank 
ready for your own fill-in. 

There’s too much economy and 
efficiency wrapped up in the Colitho 
“‘one-write”’ idea for you to pass it by 
without a second look. Let us send 
you specimens of how other business- 


Zxmen are using it. Write for the 
) Colitho Sample Brochure today. 
Dd 

COLUMBIA RIBBON & CARBON MFG. CO., Ine. 
120-2 Herb Hill Road, Glen Cove, L. L, New York 


Oo 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 








Colitho Plates are 
adaptable to purchas- 
ing, manufacturing, 
distribution, selling, 
billing and accounting 
forms. 





Corumsia Risson & Cannon Manuracturine Co., Inc, 
120-2 Herb Hill Road, Glen Cove, L. I., N. Y. MM-2 


Please send me a copy of the Colitho Manual and samples of 
Colitho Masters. 


Name 





Title 





Company 





Address 





City Zone State 








Make of Duplicator Model 





Plate Size Clamp Style. 











Circle 102 


for more information 
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Theres an Art Kes 


to Office Layout 





No substitute for EXPERIENCE! 


Many businesses are giving top priority to 
the problem of planning new office 
efficiencies. Art Metal representatives are 
trained in the art of revising present layouts, 
improving records systems, speeding up 
desk work and filing — to make important 
savings in space, time and money. 


If you plan to move, expand or modernize, 
get the benefit of the broad experience 

of the Art Metal planning service, without 
obligation of any kind. 


For over 60 years the hall-mark of 
fine business equipment... desks * chairs * files 
© safes and visible indexing equipment. 
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Also, if you will advise us in advance about 
when you expect to alter or expand, 

we can assist you in keeping ahead of your 
equipment needs. Ask for your copy of 

our nationally recognized 98-page 
handbook “Office Standards and Planning.” 
It's free! 


Consult nearest representative or 
write to Office Planning Service Dept., 
Art Metal Construction Co., 
Jamestown, N. Y. 


"f 


ml 
tail 


i 


Circle 112 for more information 


Sales control continued 


And Yet The Facts Were On Hand 


Oddly enough, all the inforination 
needed to do this job was right on 
hand. For many years, the Account- 
ing Department had found it neces- 
sary to maintain some sort of a cus 
tomer history card for each account. 
lo these cards had been posted each 
order showing date of order, custom- 
er’s order number, salesman, when 
shipped, quantity and amount. Ac- 
counting had needed this record, not 
only as an integral part of their order- 
entering procedure, but to prevent 
duplication in entering orders. ‘They 
had also used it to trace orders in 
process and to service customer in 
quiries. In effect, they had exactly 
the record needed by Sales—but to ob- 
tain the needed information, Sales 
had to go to the Accounting Depart- 
ment to get it, thus disrupting its 


operat ions. 


A Simple, Inexpensive Solution 


Rather than make a copy of the 
Accounting  Department’s — records, 
and then maintain two staffs of post- 
ing clerks to keep each up to date, 
it was decided that a system should be 
devised where a single posting would 
do the job for both departments. 

The first step was to design a new 
Customer Sales Record Card. Instead 
of printing it on the usual card stock, 
an extra heavy vellum paper, which 
is translucent, was used. This paper 
permits rapid, inexpensive reproduc- 
tion by direct photographic printing 
on a standard black and white ma- 
chine. The resulting print is quite 
clear and readable and_ is heavy 
enough for punching for ring binders 
or any other type of housing equip- 
ment. 

The original record is maintained, 
as before, in the Accounting Depart- 
ment. Through redesign of the form, 
however, it has been possible to elimi- 
nate about 14 of the former posting 
work. (See cut) All essential informa- 
tion about sales to a given account is 
reported, and space has been provided 
for posting salesmen’s calls from then 
daily call reports. 


Promptly at the end of each calen 


dar quarter, the Customer Record 
Cards are photographed. One com- 
plete set of copies is mailed imme- 
diately to the salesmen in the field. 
\ second complete set of photos is 
made for the Sales Managers. And an 
additional set, when required, is cre- 
ated to cover selected areas served by 
warehouses or sales offices. 

When a salesman receives his new 
copy it replaces his previous set. Since 
the salesmen are required to post reg- 
ularly, all order information between 
quarters, they are never without a 
completely up-to-date history in thei 
possession, 

Sales Managers, with their copies, 
have an effective means of checking 
on their salesmen’s performances. 
They can see when a given account 
has been neglected. They can check 
the size of orders to see if the sales- 
man is doing a proper job in line 
with the company’s basic stock-selling 
program. They can pin-point correc- 
tive action. 


Added Benefits 


In addition to the quarterly photo- 
graphing service, the Accounting De- 
partment furnishes, on demand, se- 
lected photos of accounts as required 
by the Sales Managers. For example: 
The Sales Manager is leaving for a 
trip on which he will visit certain 
cities. He may arrange to have up-to 
the-minute photos forwarded to him 
so that upon his arrival in each city 
he will have a complete up to dat 
record of all accounts in that city. 
Other applications keep developing, 
too. Recently, a complete set of cus 
tomer records was made for use at an 
industry-wide show so that when a 
buyer approached the Sales Manager, 
he had a current record of the status 
of that buyer’s account. 

It is interesting to note that the 
cost of each photographic copy is only 
about three-fourths of a cent, exclud- 
ing depreciation of the photographic 
machine. But even when that is in- 
cluded, the cost does not exceed one 
cent per copy—far below the cost in 
labor for manual posting. 

For further details on this proved 
in practice system, Circle No. 135 on 
the Reader Reply-Card. 
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Literature to help 
you check filing faults 


An informative digest of common filing 
difficulties is available to MrTHops readers. 
in simple “trouble” and “solution” fashion 
it offers the answers to 35 chronic filing 
faults. “Pypical troubles include: does your 
system fit the type of material you file; do 
you file in too many places; do you depend 
on memory to locate material; do your files 
keep pace with your progress, with expan- 
sion; do you have a definite plan to follow 
in filing. 

The answers are short, succinct, and un- 
embroidered. They make excellent reading 
and information not only for the office 
manager or filing clerk, but for manage- 
ment executives. 

For a free copy of “How to Check You 
Iiling Needs” Circle No. 138 on the reader 


reply-card bound into this issue. 


Fan-fold writing machine 
speeds billing operation 


More than just a new type of electric 
typewriter, this recently announced writing 
machine has a ten-key keyset decimal tabu- 
lation feature. The tabulator enables rapid 
positioning of the carriage to prede- 
termined decimal locations to speed billing 
operations. 

Especially designed to eliminate all non- 
productive operations in the preparation of 
forms that require one or more copies, this 
machine can be used for writing invoices, 
orders, requisitions, and many other multi- 
Important is the fact that it 
uses continuous forms, one of the most 


copy records. 


economical and fastest methods for han- 
ding this type of work. 
Very little operator training is required 





since the familiar standard typewriter key- 
board is utilized. 

or more information and descriptive 
literature, please Circle No. 140 on the 
reader reply-card bound into this issue. 


New booklet on "How to Buy 
Paper" offered free 


Ways and means to purchase and use 
ledger papers and index cards more 
eficiently for bookkeeping, accounting and 
other record keeping purposes are de- 
scribed in a new, copyrighted booklet avail- 
able to MrETHODs’ readers. 

In non technical terms, the booklet out- 
lines the significant differences among the 
various grades of high quality papers and 
card stocks. Included in the booklet is a 
table which classifies the four major grades 
of cotton fibre papers—100°%, 75°%, 50% 
and 25°,—by recommended usages, the 
length of time the records may be kept and 
the amount that may be handled. 

One of the booklet’s most interesting fea- 
tures is a table telling how many “han- 
dlings” and how many years of service may 
be expected of the various grades of paper. 
This chart is extremely useful since it re- 
ports on “number of handlings or postings” 
as a factor in determining paper or card 
stock quality. Heretofore, most paper was 
purchased strictly on the basis of how many 
years the record was to be kept. 

For a free copy of this informative book- 
let, Circle No, 141 on the reader reply-card 
bound into this issue. 


New key lock calculator 
warns against mis-operation 


An instantaneous bell warning when any 
mis-operation has been made, is a feature 
As the bell rings, 
the entire keyboard, except for the column 


of this new calculator. 


in which the mis-operation occurred, is 
locked. 


located, striking a key release button frees 


When the incorrect key is then 
the machine for further use. The locking 
device greatly simplifies the location of any 
key which has been mis-operated and_pre- 
vents further operation until it’s cleared. 


For more information: Circle No. 137 on 


reader reply-card. 





... counts 
coupons, tags, 
currency, 
checks, tickets, 
transfers 


Want something 


counted? 


Used to take Opal hours to count the coupons 
that came in the morn‘ng mail... even at that, accuracy 
to the nearest ten was considered right on the nose! 

... But then the firm got a Tickometer counting machine, 


and now Opal’s finished in a matter of minutes.. 


not only counts all the coupons in the place, but all the 
currency on hand in the accounting department plus 
checks. The new Tickometer optionally does rubber- 


stamping, marking, endorsing, too. 


Does your firm have something that should be 
counted and/or marked fast, accurately, automatically ? 
...Get all the facts on a Tickometer!—a machine that 
handles up to 1,000 paper items a minute... five to 
ten times faster than manual methods... feeds and 
stacks automatically...records and imprints both 


full and partial runs...never makes a mistake! 


Saves time and trouble wherever accurate 
counts are needed, in thousands of stores, banks and 
businesses ...Call the nearest Pitney-Bowes office 
or send coupon below for illustrated booklet ...now! 


= Pitney-Bowes 





© TICKOMETER 


Counting & Imprinting Machine 


PITNEY- BOWES, INC. 
4521 Pacific St., Stamford, Conn. 


Please send illustrated Tickometer booklet to: 
Name 

Firm 

Address 

City State 


circle 114 for more information 
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High speed, punched card 
preparation of cash payrolls 








The magazine PUNCH, published by the Philadel 
phia Chapter of the National Tabulating Manag« 
ment Society, reports a unique system whereby pay 
receipts and pay envelopes for cash payrolls ar 
produced simultaneously on punched card equipment. 

Here’s how it works: A two-part form is used, the 
original of which is a Pay Receipt that is signed by 
the employee and presented to the paymaster for the 
weck’s wages. ‘The duplicate, which is a carbon copy, 
is a gummed-flap Pay Envelope. 

These continuous forms are prepared by first print- 
ing the Social Security Number, Empolyee’s Name, 
Date and Pay Check Number from a master card. 
This tabulation is prepared at the beginning of the 
week to utilize slack time on the tabulator. ‘The Em- 
ployee’s Earnings Card for the week is then tabulated 
on these forms showing net gross amount, deductions, 
gross amount, date paid, hours, and Pay Check Num- 
ber is printed twice as a proof that the proper cards 
were used on the second run. 

The second part, imprinted by use of spot carbon 
on the back of the receipt, is the complete Pay En 
velope as well as the Pay Receipt Record that is re 
quired to be furnished to the employee under the 
Social Security Act. 

Any additional deductions that might occur are 
listed under the gross earnings cards, and the net 
amount of the week’s wages is printed as the total. 
This manner of handling deductions eliminates the 
necessity of spreading the width of the form for any 
additional deductions. 

The envelopes are stuffed with the proper amount 
of money and are given to the employees upon the 
surrender of their Pay Receipts. 


Advantages of the Procedure 


At the end of the week, these two vital records, 
Pay Receipt and the Pay Envelope, are completed at 
a speed of approximately 2,000 per hour. The ease, 
speed, and accuracy with which tabulating machines 
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handle these forms eliminate a payroll peak that 
otherwise would occur at the end of each pay period. 
\ number of different type Pay Envelopes may b« 
devised to go with this system. Any of the large, con 
tinuous form manufacturers is in a position to pro- 
vide samples from which a suitable type for any need 


may be selected. 





PERSONNEL \ thirught 3 stator 


Simplified personnel records 
speed skill selection 





A few years ago, the Royal Typewriter Company 
replaced its old “blind” card filing system with a new 
vertical-visible Personnel Control Method. Under the 


old plan, personnel records were kept on 4” x 6” on 





dinary index cards. Absentee records were kept by 
the foremen in each of their departments, or by the 


Payroll Department when the foremen did not have 


proper fac ilities. ‘There was no coordination, and the 
Personnel Department itself had no easy system fon 
uncovering needed skills within the organization 





when a particular one was in short supply. 

Royal’s new system employs the overlapping-card 
principle which leaves exposed a fraction of each of 
25 cards in a bank. A card is created for each em- 
ployee. Along this exposed visible margin is noted 
each employee’s primary and secondary skills. The 
Personnel Manager can thus examine 25 cards at a 


glance, and immediately pin point any desired skill. 


Attendance Record Too 


\lso shown on the visible margin is a complete at- 
tendance record for each employee. A red pencilled 
mark on the atendance chart indicates one day’s ab 
sence. A blue mark spotlights each tardiness. 

\lso shown on the visible margin of each card is 
the employee's marital status, dependents, and citizen- 
ship. All of this information is extremely usable dur- 
ing any reconversion period, since all of the factors 
are of help in deciding which employees should be 


kept on the payroll during low production periods. 


Low Operating Cost 


A two-drawer desk unit will hold the complete rec- 
ords of 4,000 employees. On the basis of a 10°, de- 
preciation, the cost to own the equipment is only 


about $6 a month, including interest. “The card con- 


Ig 
sumption cost is about $2 a month. Low as this is, 
the greatest savings come in clerical efficiency. Royal 
states that two fulltime clerks can handle the cards 
for 6,000 employees, making all posting and refer- 
ences. The visibility factor alone permits a clerk to 
make four “look-ups” per minute. 

For a complete writeup of the Royal personnel sys- 
tem, together with a detailed statement by the com- 
pany’s Personnel Director, Circle No. 150 on the 
reader reply-card bound in this issue. 


te ae 


J METHODS | Caught OF stator 


Cost of cancelling invoices 
slashed by machine operation 








In a study made by one of the nation’s largest chain 
store operations, it was discovered that they could 
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save as much as $8,000 a year on the apparently 
simple matter of cancelling invoices. Every Account- 
ing Department has the important function of can- 
celling paid invoices. This particular firm cancels an 
average Of 160,000 invoice sets, together with support- 
ing papers, annually. To do the job manually, they 
estimate they would need not less than five clerks, 
full time. Assuming salaries of only a $30 a week, 
these clerks would draw $7,800 a year for a wasteful 
operation that can be better performed mechanically. 

Using electric perforaters, and counting deprecia- 
tion, interest, repairs, and servicing, the company now 
does the job for only $120 a year! The clerical cost 
is almost negligible since clerks in the Accounting 
Department fill in on the cancelling operation when- 
ever there is a slack in invoice verification. 

For a complete report on this system, plus infor- 
mation as to show the same company uses perforating 
machines for fraud prevention, please Circle No. 148 
on the reader reply-card bound in this issue. 
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When shipments go directly from 
your supplier to your customers 


The control of direct shipments, from their formu- 








lator suppliers to customers, without their ever sce- 
ing the shipment, was one of the problems of the 
Pittsburgh Agricultural Chemical Co., a division of 
Pittsburgh Coke and Chemical. As to be expected in 
such cases involving “drop-shipments,” the sciler is 
confronted with the problem of control. Positive con- 
trol is needed to determine: 

1. Proper cost prices. 

2. To check correctness of the vendors’ (suppliers’) 
invoices and the resulting accounting required to 
process the supporting papers. 

3. To assure correct customer billing. 

This company’s problems was made more complex 
since the purchase authority was vested in both the 
Sales and Purchasing Departments. For example, a 
spot shipment could be arranged for and authorized 
by Sales and contracted shipments arranged for by 
both Sales and issue ol 


Purchasing through the 


“blanket purchase orders.” 

Chis arrangement was necessary due to the seasonal 
nature of the business. Customer requirements had 
to be supplied quickly and, because the Sales Depart- 
ment had available competitive data, it placed them 
in a position to establish sales and cost prices imme- 
diately. The delay required to process these orders 
through the Purchasing Department, would have, 
in the majority of instances, resulted in lost business. 
In addition, the handling of freight charges varied 


on each order. Certain shipments were (1) prepaid 


and charged to customer; (2) prepaid and allowed 
to minimum; (3) collect and allowed; (4) collect and 
allowed to minimum. 


Simplified System Needed 


The problem was solved through the use of pre- 
carboned form sets. All required papers are prepared 
in one writing which ties each sale and purchase to 
a single number for reference in billing customers, 
paying vendors’ invoices and applicable freight 
charges. This form set is called a “Direct Shipment 
Order.” The following results have accrued: 

1. Formulators’ invoices are correctly approved as 
to price, terms, release of material, and assurance that 
the material has been billed to a customer. 

2. Customers are properly invoiced. 

3. Freight charges are checked to copy of order to 
insure proper handling. 

In other words, the problem has been reduced to 
a matter of clerical routine and, since all records are 
written in one operation, many typing hours have 
been saved. 

For more information on the above system, together 
with illustrations of the forms used, Circle No. 147 
on the reader reply-card bound into this issue. 


ve 


Bi PURCHASING — \ thought 3 stator 


Ingenious system reduces 
inventory investment by 38%, 
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A well known midwestern manulacturer reports 
that as a by-product of his Cost Accounting system, 
he has developed an inventory control procedure 
which directly reduced the dollars tied up in his in- 
ventory by 38%. 

The system is basically simple. The company has 
to analyze requisitions for parts used in manufactur- 
ing in order to charge these materials to the proper 
accounts in its costing operation. By entering “bal- 
ance on hand on each of these requisitions, the same 
form is readily applied to inventory control. 

While this conception is logical, it is made possible 
in practice by clever utilization of manually sorted 
marginally-punched cards and an accessory collating 
board. Here’s how it works. Each requisition is made 
up on a punched card. ‘Theses punchings identify 
each stock withdrawal and permit automatic selective 
sorting for reference. The Accounting Department 
can quickly sort and distribute charges to the proper 
account using this original media. At the same time, 
a collating board is used for simultaneous entry of 
withdrawals, purchases made, or shipments received 
to the pertinent stock ledger card. By carboning, a 
daily activity journal is produced, eliminating dupli- 
cate effort and 


guaranteeing against the possible 


omission of entries or errors in transcription. The 
journal is then used to spotlight possible shortages 
in inventory that could delay production, and to re- 
flect unusual overages that are costly to carry. 

Since the requisition is posted each time to reflect 
the actual balance on hand in a bin, the company 
has an opportunity to compare bin count with the 
inventory ledger balance. Discrepancies can be caught 
immediately, preventing unusual and unexpected ad- 
justments at annual inventory time. 

For a very complete, well documented report — 
giving all details as to how the system works—Circle 
No. 146 on the reader reply-card bound into this issue. 
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Railroad dictating application 
can help production expediting 


Plant Managers and production men may find the 
germ of an idea which can be applied to their own 
particular factory’s problems in the following instal- 
lation. It should be of particular interest whenever 
a moving production line is used. 

The Chesapeake & Ohio Railroad had the problem 
of checking the numbers of freight cars as a train 
would enter the yards. Under their old system, they 
would route the train to a side track where it would 
stop until a recorder could walk the length of the 
train and write down the initials, number, and weight 
of all the cars. The company’s officials estimated that 
there was a delay of from forty-five minutes to an 
hour-and-a-half per train in accomplishing this neces- 
sary operation. 








In their new system, they placed a dictating device 
in a shack at the entrance to the yard. Freight trains 
entering, slow down to twelve miles an hour and the 
caller, who is two miles away from the office, imme- 
diately throws a switch that puts the dictating equip- 
ment into operation. As the train goes by, the caller 
in the shack reads the necessary information from 
the cars into his phone, which is hooked up to the 
dictating equipment. After the freight train has 
passed, and the last number called, simply hanging 
up the telephone automatically disconnects the ma- 
chine back in the office. A light flashes on indicating 
that transmission is ended. In the office, the recorded 
information is put on a transcribing machine and a 
“switch list’’ is made up from there. It is then put 
on a conveyor, sent over to the yard control point, 
and before the freight train has reached them, they 
already have the switch list and are waiting for the 
train to move into the switching operation. 

For more information as to how a similar arrange- 
ment could be applied to your specific needs, Circle 
No. 149 on the reader reply-card. 


methods / 23 








BEFORE. An old machine shop building. Ample space 


but not suited to clerical use. 





AFTER. Converted to efficient large-office space by 
installation of acoustical materials to ceiling and walls. 
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have made a study of office noise have proved beyond 


Those who 


question that clerical mistakes, nerve tension, and ab- 
senteeism increase as the noise level in a room in- 
creases beyond acceptable limits. 

The surveys made by Doctors E. K. Berrien and G. 
W. Young of Colgate University, before and after the 
installation of acoustical materials in offices, turned 
up a number of facts that are music to the ears oi 
efhciency-conscious office managers and executives. In 
almost every instance, employees who had been in on 
the before-and-alter test expressed favorable reaction. 
Two-figure percentage increases showed up alongside 
such vital office considerations as: better telephone 
efficiency, improved accuracy, overall productivity and 
improved morale. 

Phe Aetna Life Insurance Company, a pioneer tn 
recognizing the benefits of acoustical treatment ol 
business offices, proved, some two decades ago, that 
the accuracy and efficiency of typists and business ma- 
chine operators rose rewardingly with the installation 
of sound deadening materials to ceilings, walls and 


floors. 


The Behavior of Sound 

Library book-shelves are filled with the works o! 
engineers, physicists and scientists on the nature and 
behavior of sound. However, a noise harried office 
supervisor need not concern himself with these books 
that are so valuable to acoustical engineers. All he 
has to know is that sound, not unlike light, is reflected 
by any surface that does not absorb it. Uncovered 
wood floors, hard, plastered walls and ceilings are 
sound reflectors of the highest order. Consequently, 
in an ofhce that has not been acoustically treated, 
noises generated by talk, the clatter of office machines, 
people in action and telephones ringing, echo and 
re-echo, adding to the general noise level. 







Quiet, Please! 


OFFICE MACHINES CAN'T READ SIGNS: RESULT— 
AN UNHOLY CLATTER THAT ROBS EFFICIENCY 


How To Lower The Noise Level 

Ofhice sound condition is today a specialized busi- 
ness and there are few, if any, offices that cannot be 
sound conditioned to a very beneficial degree. Just 
what materials should be used is something that can 
be settled best after a perusal of literature available 
from makers of acoustical materials. 

There is no single “best material” for all installa- 
tions. Just as office rooms vary in size, proportion 
and activity, so do the currently produced acoustical 
materials differ in their individual specifications and 
adaptability. 

Basically there are three types of acoustical ma- 
terials: the tile having a surface with a number ol 
holes in it; the metal pan containing a sound absorb- 
ing material, and the tile having a fissured surface 
rather than drilled holes. Further breakdown of each 
basic type takes into consideration the material 
(metal, fiber, glass fiber, etc.), its resistance to fire, 
durability under given conditions (dampness, sun- 


light) and the ever important maintenance factor. 
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An acoustical ceiling, plus the proper placement of office machines, makes this a more pleasant office to work in. 


Installation Need Not Upset Operations 

By virtue of his special knowledge and experience, 
the acoustical materials contractor is more than a mere 
installer of ceiling and wall coverings. He can ana- 
lyze a working room and point out where changes in 
the location of machines, files and desks will at once 
reduce the basic noise level. “Too, knowing that very 
few offices can afford extended disruption of normal 
business activity, he might suggest that the installation 
be made sectionally if the proposed work is to require 
a number of days to complete. 

Some very amazing techniques have been developed 
so far as actual installation goes, to the extent that 
the whole process might be regarded in the nature of 
a prefab arrangement. This, coupled with the fact 
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that such work is a “dry” construction process, holds 


messiness and general upheaval to a minimum. 


Reclaim "Unusable" Office Space 

The installation of sound control materials almost 
always serves a double purpose. Not only do all at- 
fected benefit directly in terms of quieter surround- 
ings, but there is an improvement in appearance. On 
this latter point, it is worthy of special mention that 
the use of acoustical materials is coming into greater 


popularity as a means of reclaiming space. 


Thing To Do Right Now 

One final but important note, especially directed to 
the victim of excessive noise who, for a variety of 
reasons, cannot undertake a thorough acoustical treat- 
ment of his office at this time. Look around and see 
what can be done at once in the way of immediate re- 
medial steps. Can any of the present typewriters be 
replaced with machines of the noiseless type? Is there 
one particular operation, which generates most of the 
noise, that can be relocated? If not, consider the pos- 
sibility of the new office machine hoods designed to 
localize and dampen concentrated clatter. Can mov- 
able walls or partitions be employed to reduce the 
din? Would relocation of a few people or machines 
help? 

Wouldn’t a few drapes—properly placed—help to 
act as sound deadners? And finally, is the floor a majo 
offender as a sound rebounder? If so, give thought to 


using a rug, cork tiling, or rubber covering. 





Just suppose 
everybody had 
the same face... 


Imagine how difficult life would be 
if you couldn’t tell friend from 
stranger by just a glance at a face! 

And imagine how difficult your 
shopping would be if you couldn't 
identify the goods you buy by the 
makers’ brand names on them! 

What faces do for you on people 
you meet, these brand names do for 
you on products you buy. 

Because of brand name advertise- 
ments in these pages, you can do a 
lot of “shopping” sitting right where 
you are now. You read about new 
things, changes in familiar ones. 

You accept or reject, without stepping 
out of the house. Brand name 
advertising keeps you informed, and 
saves you time. 

Because of brand names on the 
goods in the store, you quickly find 
just what you want, and know just 
what you're going to get. Brand 
names safeguard your money by 
assuring constant quality and value 
in the things you buy. 

Because makers of brand name 
goods know they must compete 
against others for your favor, they 
have to strive always for new ideas 
and better quality. Brand names 
assure you progress in continuous 
development of goods for better living. 

Remember —as you look through 
the ads in this magazine —nowhere 
else in the world do people get the 
protections you get when you choose 
among American manufacturers’ 
brand named goods! 


Whenever you buy — 
demand the brand you want 








Goad Nes 


Ghandalion 


INCORPORATED 


A non-profit educational foundation 


37 WEST 57 STREET, NEW YORK 19, NN. Y. 











methods / 25 





aaa 


methods. 


A few years ago, a famous safe manufacturer made 
a study among businessmen to find out what they 
knew about safes. Each businessman was shown a 
picture of a safe that cost about $250. It was neithe: 
the most expensive, nor the cheapest, in the manufac- 
turer’s line. The men were asked to estimate its price. 

When the results were tabulated, it was found that 
the average guess was about $500—twice the actual 
price. More amazing, several businessmen guessed as 
high as $3,000! Only one or two guessed under the 
actual retail price. 

A survey like this demonstrates not only a need on 
the part of the manufacturer to better educate his 
customers, but a serious misconception among con- 
sumers that could very well deter their interest in 
acquiring this very essential piece of business equip- 
ment. With this in mind, METHODS is going to 
undertake a continuing survey among its readers in 
order to find out the extent of their knowledge about 
the cost of all types of business equipment. 


Is Price Information Important? 

Most manufacturers believe not. It is almost axio- 
matic among business equipment salesmen to defer a 
prospect’s direct request for price until they have 
made a thorough presentation of how their particular 
piece of business equipment should be used. There’s a 
good reason. Most types of office machinery and 
equipment are actually revenue producing. Almost 
without exception, they will pay for themselves in a 
very short time by producing greater efficiency. Price 
considerations, the manufacturers say, are relative 
only to how long it will take to pay off, out of savings, 
the cost of better systems and methods. 

The extent to which this is true is the case of one 
manufacturer who is contemplating a merchandising 
program based on the “pay out of savings” principle. 
In selected cases, he proposes to install new equip- 
ment, demonstrate the actual monthly saving it pro- 
duces, and then let the buyer pay in installments 
exactly equal to his “monthly profit’. Once the 
present credit limitations are lifted, he hopes to go 
ahead with his plan. 
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The Buyer's Approach to Business Equipment 

In a day of super merchandising and exaggerated 
advertising claims, the average businessman is wary of 
even the most bonafide claims of business equipment 
advertisers. It’s unfortunate. Few businessmen can 
help but profit from the time they spend with a busi- 
ness equipment salesman—whether they buy or not. 
Most representatives, particularly of leading manu- 
facturers, have good basic training in systems and 
methods. Their limitation, if any, is a very natural 
prejudice for their own equipment. The buyer can 
readily overcome this by examining the proposals of 
several competitive manufacturers. What’s more, he 
can base his final decision as to whether to buy, and 
what type of equipment to buy, on demonstratable 
evidence of probable savings. In almost no other field 
except, perhaps, industrial machinery, is the buyer in 
the enviable position of being able to prove in ad- 
vance the benefits which will accrue from his invest- 
ment. 

Perhaps the only danger is that the prospective 
buyer will “go overboard” and take on more equip- 
ment or system than he actually needs. This danger is 
easily overcome by pitting one manufacturer against 
another. It is just as possible to over-mechanize as it 
is to depend completely on antiquated manual tech- 
niques. On the other hand, few salesmen attempt to 
oversell their prospects. In the case of mechanizea 
accounting equipment, for example, the cost in time 
to the average salesman to prepare a proposal demon- 
strating the correct application for his equipment will 
deter him from overextending the buyer. He knows 
ihe wise buyer will see the flaw and he can’t afford the 
investment in time. 

One great insurance company has a fixed policy ol 
seeing every business equipment salesman who calls. 
They will entertain and examine any proposal. In 
spite of the fact that they employ a sizable methods 
staff of their own, they see in each sales representa- 
tive’s call a potential that is well worth the time and 
money it costs them to listen. 





The First METHODS' Survey 


On the next page you will find the first four 
products to be surveyed, Each is a first quality prod- 
uct—as good as is obtainable of its type. We ask that 
you cooperate by noting your best estimate of price 
for each and return the extra postcard bound into 
this issue. The results will be published, when tabu- 
lated, in the next issue. If you actually know a price 
for certain, put it down anyway. It’s pertinent for a 
proper average. 

We don’t expect all guesses will be high as in the 
case of the safe mentioned above. Most will be low. 
As can be seen from the present survey, there will be 
no effort to weight our selection of products to obtain 
any given result. Rather, we hope to find out what 
you actually believe about prices of products described 
in our editorial pages and thus help you evaluate how 
you can best use the products and equipment de- 
scribed by comparing actual cost with potential 
revenue, or savings, the equipment can produce. 

Please note that you need not give us your name— 
just your title. 





Much of the material appearing in 
METHODS comes from readers who, 
often at considerable expense, have 
devised a new or better office 
method. 


Perhaps you have conducted a 
successful "office experiment" that 
would be of interest and benefit to 
other readers. If so, why not send 
your findings — or case histories 
along to us? 


Tell us the facts in your own 
words and style. We can edit it to 
METHODS requirements. 
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ADVERTISING INDEX 


Art Metal Construction Company, Jamestown, 


N. Y. 20 
Morey, Humm & Johnstone, Inc., 
New York, N. Y. 

Columbia Ribbon & Carbon Manufacturing 
Company, Inc. Glen Cove, N. Y. 19 
E. M. Freystadt Associates, Inc., 
New York, N. Y. 

A. B. Dick Company, Chicago, lliinois 4 
Fuller, Smith and Ross, Inc 
Chicago, Ilinoi: 


Dictograph Products, Inc., Jamaica, New York 3 
Al Paul Lefton Co., Inc., New York, N. Y. 


Ditto, Inc., Chicago, Ill. Back Cover 
W. W. Garrison and Company 
Chicago, Ill. 

Do-more Chair Company, Elkhart, Indiana 7 


Juhl Advertising Agency, Elkhart, Indiana 

Globe-Wernicke Company, Cincinnati, Ohio 9 
Kammann-Mahan, Inc. 

General Binding Corporation, Chicago, Ill. 10 
Robertson & Buckley, Chicago, Ill. 

Harter Corporation, Sturgis, Michigan 18 
Lamport, Fox, Prell & Dolk, Inc., 


South Bend, Indiana 


Indiana Desk Company, Jasper, Indiana 10 
Keller-Crescent Company, Evansville 
Indiana 

Pitney-Bowes, Inc., 2! 


L. E. McGivena & Co. 
New York, N. Y. 

Remington Rand Inc., New York, N. Y. 2 
Business Machines Division 


Leeford Advertising Agency, Inc., 
New York, N. Y. 








VISIrecord, Inc., New York, N. Y. 13-16 
Morton Freund Advertisina Agen y 
New York, N. Y. 
CLASSIFIED 








SALES REPRESENTATIVE WANTED 
INCOME ADVANCEMENT SECURITY 


Well-known manufacturer of visible, vertical, record-keeping 
equipment, bookkeeping machine, duplicating device and a 
complete line of precision forms and snap sets has openings 
for Distributors, Sub-Distributors and salesmen in "key" 
cities from coast to coast. 


Continued increased demand for our products and in- 
creased Plant expansion in new localities necessitates con- 
siderable expansion of our independent Distributor organ- 
ization. 


No investment required. We pay while you are trained. 
lf you are familiar with business record procedure and 
have a successful sales background, a personal interview 
will be granted. 


Write to Box #2M 








This is an electric adding-calculating ma- 
chine. It will add, subtract, multiply and 
divide. 


This is an all steel executive conference desk. 


This is an electronic 


dictating machine. 





HOW MUCH DOES IT COST ? 


How much do you really know about the cost 
of better methods? On this page you'll find 
a one-minute test. Four typical items, found 


in almost every office, are shown. Look them 
over, estimate their price, and jot your guess 
on the extra postpaid card bound into this 
issue. Next month we will publish a tabula- 
tion of replies. You don’t have to give your 
name — just your title. 





counting machine. 





This is an all purpose, non-descriptive, ac- 
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To bring this bit of steel wire from the iron mines to your desk required 
6577* paper forms; 37 per cent of industry’s time is spent in paperwork, 
analysts say. Probably much the same is true in your business. Still, there is a 
tendency to hunt in the factory for economies and speed-ups, letting 
paperwork “just grow’’—overlooking a tremendous opportunity to make 
payroll and plant investment far more productive. 


DITTOS!REAMLUAVES PAPER WORK! 


Paperwork can be a clogging, costly thing—or with DITTO One-Writing 
Systems it can be a production tool which cuts out expensive delay and error, 
releases employees for creative work, coordinates and speeds action 
throughout your entire operation. 


AMERICAN INDUSTRY DEPE\DS ON | 
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In these days of defense pressure and heavy 
paperwork, large companies and small declare that their 
DITTO systems, machines and supplies are more 
than ever essential for their peak efficiency. 





a) 
Today’s greatest economies and betterments x = cs 
are to be found in paperwork. z z YS 
. F 27 = 
Ask for specific data showing how the DITTO z22 0° 
Payroll, Production, Order-Billing, Purchasing 7" @ a 
and other systems definitely streamline 2 z a a 
your paperwork and bring benefits all down the a ug "2 
line. No obligation, just write. : 
"ESTIMATED a 


T. M. Reg. U. S. Pat. Off 


DITTO, Incorporated, 
2223 W. Harrison Street * Chicago 12, Illinois 


circle 111 for more information 


